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APPLICATION FOR RECORDS RETENTION SCHEDULE 

pleting this form. After Division DirectodDesignee has signed the form, forward original to Administrative Services Division, Records 
Management and Controls, 130 Memorial Drive, S. W,., Atlanta, Georgia 30303. Attention: Records Management Officer 

'Work Incentive Program 
c _ * _ ~ .  Georgia State Employment Service 
Application Number 

2. Person to Contact Working Title Telephone Number 

3. Actio Requested 

~ 656-3098 
~~ 

Kathleen Morris State WIN Coordinator 
-~ -. - -- -. - -~___ - ..- ~ _ _ _  - ~ ~ ~ . ~~ ~~~ 

a. 
b. 0 

Establish Retention Schedule$ecord will continue to accumulate. 
Dispose of present accumulation; no further accumulation anticipated. 

-I n Void -~ -~ Check One: U'Change; Supercede; 
4. Dates of Series 

* 

5. Records Series Title (followed by title used in office; if different) 
Earliest Latest 

1975 - I 1 9 d  Work Incentive Program ~~ Registrants' ~ Files (ESA-614B) -_ 
6. Division and Office Function What i s  the function of the Division and the Office in which this record series is created? 

Employment Service Division - To provide jobs 
Work Incentive Program provides support services, employment, training, 
counseling, etc. to those individuals drawing aid to families with 
Dependent children. 

n 
- 

7, Record - Series p t f i l e t h - e - m  Description numbers and o*r/es, if  any): 
Attach samples of the file. 

614~'s are records of participants' history in the WIN program, Documents relating to: 
including services received, activities of employment and training, counseling 
records. 
Included are: 

ESA- 147 - Payment Forms 1636 - AP/DK Communication Form 

596 - Certification Record 
1632 - Registration Form 496 - SAU/DOL 
MA 5-97 - Reporting Form 

Any correspondence pertaining to client. 

._ 

File is arranged: Alphabetical for Active and Inactive files. 

.. . \ - - . . ~ . ~ ~ -  i ' -  
3. Monthly Reference Rate 

One to six months old 
~. How often ire records referred to which are: 

1 . Thirteen to twenty-four months old 1 lo ; Seven to twelve months old ----* 

~~ 
~ ~~~ 

twenty-five months and older 1 7 -- 
3. Annual&&?Accumulation-of Records ~ 

Letter-size drawers Q 2 ; Legal-size drawen- ; Shelvesp Other IspeciW ~~ ~ 

accumulati.on of 75-100 c f  from 24 offlces ~~~ closed ~ as of  January 29, 1982 
LOver)7 ESA-144 (3/801 

(AR-50-711 

. ... --_..- ._.T__ . - ,  



I-- ~~~~~~ ~~~ 

I f  not, where i s  it? 
~ 

~ ~~~ ~ 

b. Does the series contain cpfidential information requiring security handling? I f  yes, cite law or regulation. ,i 
X I-- 

these documents 

~- If yes, where? 
~ ~~~~ 

~~ 

computer 'printout? ~ ~~ ~~ 
~~ . .. ._ . ~ _ _ ~  

The following requires the series to be kept: 

%t years. a. State Law __ 
~ years. b. Statute of limitation -- 

3 years. c. Federal Law - -  

d. Audit period ____ yead. 

e. Administrative need years. 

f. Federal retention instructions years. 

Attach copy or excert of laws or regulations. Explain administrative need. 

Records and accounts of expenditures f o r  WIN payments t o  each r e g i s t r a n t  must be - -  
r e t a ined  f o r  a t  least 3 years  from t h e  da t e  of submission of t h e  f i n a l  expenditure 
report o r  from t h e  da t e  of submission of t h e  annual expenditure report f o r  payments 
under a g ran t  or con t r ac t ,  whichever is  e a r l i e r .  These records s h a l l  be (Contd. #12)  - _- - ~ = _ _ _ _  

r2. ApprovedDisposition Instructions -ds that the file series be cut off a t  the end of each: 

0 Calendar Year; 1E) Fiscal Year; 0 Other then. 

Hold in the current files area month(s) year(s); then 
0 Transfer to local holding area; hold 
0 Transfer to State Records Center; hold 
0 Destroy. 
0 Transfer to State Archives for permanent retention. 

year(s); then 
- yeark); then 

Other (Specify! Retain a c t i v e  u n t i l  de-regis tered;  then t r a n s f e r  t o  State Records Center,  
r e t a i n  3 years  o r  u n t i l  a l l  f ede ra l  'audit  ques t ions  are resolved;&,- ba.fUo , 'd 

(Contd. from #11) - 1  
r e t a ined  beyond the  3-year per iod of a u d i t  f ind ings  have not  been resolved or i f  t h e r e  is: 
(1) an unresolved reques t  for payment under t h e  A c t ;  ( 2 )  an appeal o r  request  f o r  review 
of a dec is ion  a f f ec t ing  e l i g i b i l i t y  f o r  WIN payments; or (3) an open overpayment case 
and/or inves t iga t ion .  The records f o r  such r e g i s t r a n t s  s h a l l  be r e t a ined  f o r  3 years  
a f t e r  f i n a l  ac t ion .  

( F e b .  1 ,  1982 a l l  WIN r e g i s t r a n t s  will be  de reg i s t e red . )  

These in'structions apply to al l  prior and future accumulations of the series. -___ 

C_.. . 

Recommendations in paragraph 
12 are approved. ( I f  disapproved, 

I - . -  
Secretary of StatelDesignee 

~~ ~~~ ~ 

attach letter of explanation.) 


